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CAREER OPPORTUNITY ANNOUNCEMENT

DG NOT REMOVE POSTING

AR BYUAL UFFORTUNITT EMPLGTER, CANDIDATES WILL BE CONSIDLRED WITHOUT DISCRIMINATION FOR ANY MOGNMERIT REAGON SLCH AS RACL, COLOR, RELIGION, STX, NATIONAT
ORIGIN, POLITICAL ARFILIATION. MARITAL STATUS, PHYSICAL OR MENTAL HANDICAPS, AGE, OR MEMBERSHIP [N AN EMPLOYEE ORGANIZATION.

FOSITION TITLE ANNOUNCEMENT NUMBER OPENING CLOSING (Clatte f Parvinest) TXEIRATION fror *Oper, Dhid Frled” vwarwicics
DATES: OV JHISTING Nt S ddeite)
PURCHASING ASSISTANT 0058016 08/01/00 08/17/00
ETRATES GUALE PNOWN PROMOTION POTRNTIAT TH AREA 2P CONSIDERATION 1Y PR UE FUSITION
] BARGAINING NONBARGAINING
1106 GG-7 7 NATLONWIDE X [umit UNIT
DRGAREZATION LOCATION WASHINGTON, DC COMMUTING AREA X [FoLTIME PART-TIME
. PERMANENT )
REGICON II-DIVISION OF RESUURCE MANAGEMENT REGION COMMUTING AREA X | ARUINTE RO
AND ADMINISTRATION % |otiex Regqion TT onl N DMBENT IS NOT 10 EXCERD
RESOQURCE MANAGEMENT BRANCH g Y RANDOM DRUG
oy o TRAVEL REQUIREMENTS NAME OF IMMEDIATE SUPERVISOR
Atlanta, GA None JEFFREY B. LANKFORD
LT ATIDN INSTRUCTIONS: COMPLETE AND SUBMIT THE FOLLOWING TO THE ADDRESS SPECIFIED AT THE ROTTOM OF THIS PAGE.  {Use the Vucuney Announcesment Nerdrer in alt corresponselenee. )
I AN IDATEY SKI71 PERSONAL QUALIFICATIONS STATEMENT OR AFPLICATION FOR 4, NRC APPLICANTS{ ONLY): FOUR COPIES OF APPLICATION MATERIALS REQUESTED.
GO ERNMENT EMPLOYMENT OR RESUME . 5, THE NRC [S A ZERO-TOLERANCE AGENCY WITH RESPECT TO ILLEGAIL. DRUG USE.
TOAN NI FORM NS VACANCY APPLICATION STATUS NOTICE (NRC wmfrconms ondy); f OTHRR (Specityd REQUIRED TO ADDRESS THE RATING FACTORD

L UOPY OF YOUR CURRENT PERFORMANCE APPRAISAL OR A SIGNED STATEMENT
1 IAT 1T 1§ MOT AVAILABLE,

SOFUE. APPLICATIONS MAY BE REFERRED T0) THE RATING ENTITY A MINIMUM OF SIXTEEN {16) CALCNDAR DAYS AFTER OPENING DATE

NONHARGAINING UNIT POSITIONS ONLY. CANDIDATES WHOSE PRESENT PROMOTION POTENTIAL DOES NOT EXCEED THE POTENTIAL OF THIS VACANCY MAY NOT BE SUBIECT TO RATING PRUCEDURES AND MAY
1 REFERRED DIRECTLY T THE SELECTING OFFICIAL

DUTIES OF POSITION (if this position is announced ot midiiple grade levels, these duries describe the full performance level; i lower grade levels the duties may very slightly and will be performed under somewvhal
closer supervision.)

Provides a wide range of senior-level procurement assistance. Performs
dutlies assoclated with the purchasing of supplies, services, and
equipment. Prepares Request for Quotations, purchase orders and other
functions related to procurement for Agency supplies and services. Also
make purchases with the use of a credit cardé issued through the
GSA-administered contract. Performs clerical and technical work that
supports the purchasing of supplies, equipment, and services.

QUALIFICATIONS REQUIRED (if the position is annvunced ar nuiriple grade levels, these qualifications describe the full perfarmance level, unless otherwise specified. The position description. immediate
supervisor, andfor NRC Manuol chapter and Appendix 4108 can be consulted for more delailed qualification requirements andlor interpretation of qualifying experience. )

Knowledge of Government procurement statutes and regulations, Comptroller
General Decisions, Commiggion regulations and procedures governing
procurement. EKnowledge of basic accounting methods, and NRC accounting
procedures. Knowledge of supply activities from other Federal sources
such as General Services Administration, Federal Prison Industries,
General Printing Office and Federal Supply Schedules. Candidates must
have progressively responsible, prcfessional experience of which at least
one year must have been at the next lower grade level.

RATING FAUTORS {Applicants are strongly encouraged to submit « staremenr addressing the Rating listed below.)

ALL APPLICANTS ARE REQUIRED TO PROVIDE A NARRATIVE STATEMENT ADDRESSING
THE RATING FACTORS LISTED BELOW:

1) Thorough knowledge of Government procurement statutes and
regulations, Comptroller General Decisions, NRC regulations and

procedures.

CONTINUED ON BACK

FOR ADDITIONAL INFORMATION CONTACT . é\ggfé 1 NUMRER
. . TELEPHONE
G REEVES EMail: GBR1 Mail Stop: RII 404 562-4850

SEND APPLICATION MATERIALS TO:

Hunm Resuurcss Rogion | Personncl Offfcer Region 11 Persomel Officer Regiot 111 Personne] Officer Region 1V Persomed (ficer
Qervives & Chperatinns & X

Ottice of Hutan Resiarees

1,8, Nuclear Regolatory Commission 1.4, Nuclear Regulatory Comunission 1.8, Nuclesr Regulapry Coonntission U.S. Nuclear Regulatary Conimdssion 1.5, Nutlear Regulwory Connnissian
Washingwn, D.C. 20855 475 Allendale Roud Gl Forsyth Sirect, SW (23T85) 801 Warreuville Ruad 61 Ryan Plaza Drive, Suite
King af Prassia, PA 19406 Adante, A 30303 Lisle, L 60532 Atlingran, TX 76011
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ANNCUNCEMENT NUMBER OPENING DATE CLOSING DATE (ctose of business) EXPIRATION DATE  (For "Open Until Filled" vacaneses,

Femove poasting on this dute)
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RATING FACTCORS - CONTINUED

(Describe specific experience, training and developmental assignments
that demonstrate your knowledge of procurement statutes and regulationsg,
NRC procurement regulations and procedures. Discuss the types of '
procurement actions you have performed for your organization).

2) Knowledge of basic accounting methods and NRC accounting procedures.

(Describe specific experience, training and developmental assignments
that demonstrate your knowledge of basic accounting methods and NRC
accounting procedures. Describe your experience in recording accounting
transactions using accounting codes. Discuss your knowledge of and
experience in incurring and recording of obligations).

3) Knowledge of the priorities for determining government sources for
acquisition of supplies and materials.

(Describe specific knowledge and experience in the selection of sources
of supply in an order of priority set by government requlations (e.g.,
UNICOR, Federal Supply Schedules, commerical sources).

4) 8kill in translating general requirements as provided by
requigitioning offices into specifiec requirements.

(Describe specific experience, training, and developmental assignments
which demonstrate your abilities to translate general requirements as
provided by requisitioning offices into specific requirements. Provide
examples of complex procurements you have performed which require
detailed requirements document). '

5) 8kill in dealing with others by persocnal contact, telephone, and
correspondence requiring taet, logic and persuasion.

(Describe specific experience, training and develcpmental assignments
which demonstrate your abilities to deal with others by personal contact,
telephone, and correspondence requiring tact, logic, and persuasion.
Describe any repregentation roles you have performed for your
organization and special projects you have completed which require these
skills).

EXECUTIVE AGENCIES ARE PROHIBITED FROM ACCEPTING OR CONSIDERING
APPLICANTS FOR COMPETITIVE APPOINTMENTS OR POSITIONS BASED ON POLITICAL
RECOMMENDATIONS FROM MEMBERS OF CONGRESS, CONGRESSIONAL EMPLOYEES,
ELECTED STATE OR LOCAL GOVERNMENT OFFICIALS, AND POLITICAL PARTY
OFFICIALS. SUCH OFFICIALS MAY ONLY SUPPLY STATEMENTS REGARDING THE
CHARACTER AND RESIDENCE OF THE APPLICANT.




